
Direct Loan System
Special Servicing

Module 1:  
System Overview



Introduction

The Special Servicing (SS) Application, part of the Direct Loan 
System (DLS), is used to guide FLP users in special servicing 
activities needed to resolve borrower accounts in distress or 
default. The application enables the user to track the special 
servicing activities performed for borrowers, related entities, and 
other parties.  The application provides user notifications to the DLS 
dashboard based on alert dates and due date for special servicing 
activities and time clocks.  Special Servicing data is also stored in 
the DLS Special Servicing Data Mart to be available for reporting.  



Navigation

After clicking on the SS icon from the service center level 
dashboard for a specific borrower, the borrower level dashboard is 
returned at the special servicing tab.
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If no open categories exist, select the “Add Category” button.

Initiate Category Process
•Enter the Initialization date.  The Initialization Date is the date that 
the first Special Servicing activity occurred.
• Select the type of Category for servicing from the drop down list.



The Special Servicing Application uses a completion wizard for 
multistep transactions. The Left Navigation show the steps involved, 
and the step the user is currently at in the process.

Depending on what action is 
being completed, the completion 
wizard may have varying number 
of steps displayed.  



Once the category is selected and confirmed, the screen displays the Open 
Categories page.  The category tab displays information about the 
category and provides access to category functions.
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Category Functions 

Add Category:  This function 
is used when a concurrent 
servicing category must be 
added to the borrower

Edit Category:  Used to maintain 
the category data entered when 
the category was initiated.  

Delete Category:  This 
function is only valid if no 
activities have been 
completed and the 
servicing category must be 
deleted.  



Completion of open activities

The following will show how to select, update, 
and complete open activities.

To access the Open Activity Path, click 
the Open Activity hyperlink in the Open 
Activity Paths table. 



Note:  Control Functions, Add Branch, Add 
Path, and Jumping to next activity will be 
covered in the Control Function Module.  

The open activity section 
facilitates the following 
function:

Complete the activity - an 
activity may be completed 
in different ways.  The 
user may choose from the 
defined outcome options, 
use a jump option, or use 
a control function.  Once 
the desired outcome is 
identified, the submit 
button begins the activity 
completion process. 

Click the radio button 
next to the applicable 
Outcome then select the 
Submit button.



Expanding the completed activities section provides a list of the 
previously completed activities.  The user has the ability to use the “re-
open” button to go back one step and correct the previously completed 
activity. 



The activity completion process screen is shown which allows the user 
to enter the completion date of this activity and enter comments, then 
select the “Continue to Next Step” button. 

Completion Date 
may be typed in or 
selected by 
clicking on the 
calendar.

Comments related 
to the completed 
activity may be 
entered here.



Related Entity Information

- If applicable, the second step in the activity 
completion process is an assignment of a related 
entity. 
- A related entity is an individual and/or entity that 
signed the promissory note or pledged security for 
a loan.  
- In DLS special servicing the related entity function 
allows a user to select who gets what notices 
depending on the activity being completed per par. 
68 A, of FSA handbook 5-FLP.
- The special servicing flow chart has certain 
activities defined to track related entity activities. 



The activity completion process screen is used to specify related entities for related 
processing when the related entity assignment requirements are met.  If no related entities 
are selected, the activity is assigned as a normal next activity.  The next activity for related 
entities table has a row for each related entity on the primary borrower’s loans.

Select 
applicable 
related entities 
by checking the 
box.



Certified Mail Activities  

Activities identified as “Certified Mail” require additional fields to be 
completed.  The 20 to 22 character alpha-numeric certified mail tracking 
numbers for the servicing package and offset letter are to be recorded in 
these fields.  

The first certified mail 
tracking number is 
required, the second 
number for offset letter 
is optional.

If certified mail is not 
required, then the user 
will insert the text 
“certified is not 
needed” instead of a 
tracking number. 



The final confirmation shows 
the information provided to 
complete the transaction, 
outcome instructions for the 
selected outcome, and 
system actions that result 
from this outcome selection.  
Outcome instructions may 
contain additional 
information that may be 
relevant to consider when 
the outcome is selected.   
Also displayed is the next 
activity assignments, and if 
applicable time clocks 
actions and end functions.



These tabs are 
used to change 
views between 
Open Activities 
and Time Clocks.  
Time Clocks are 
discussed in the 
Control Functions 
Module.

Related entities 
will be tracked 
separately until 
they reach a 
convergence 
activity.  

After completion of the activity process, the user is returned to the open 
activities tab of the open categories screen.  The open activity paths shows 
any open activities due for the primary borrower and, if applicable, any 
open activities due for the related entity. 



An error message is 
received if the user attempts 
to complete a convergence 
activity before completing a 
required servicing activity 
for the related entity.  The 
user must go back and 
complete the required 
activity for the related entity 
and then return and 
complete the convergence 
activity for the borrower.  

Once the related entity’s activity have 
been updated and the primary 
borrower’s convergence activity is 
completed, the separate tracking 
ceases.  The completed activity paths 
indicate that a convergence activity was 
reached.  



Activities that end 
paths

Completion of certain 
servicing activities will 
end the current 
servicing path.  

If no other servicing 
paths are open, the 
category will also be 
ended. 



Borrower History Reports

Borrower History reports can be accessed by 
selecting the link from the Special Servicing 
navigation menu.  



The Borrower History screen shows all open and closed categories that 
exist for the selected account.  

Click on the 
radio button for 
the category 
that the report 
is to be viewed.  

Use the radio 
button to select 
a version of the 
report and then 
click Submit.  



Sample Borrower History Report by Branch



Sample Borrower History Report by Chronological Activity
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